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Je Submitted to the Records Management Division

Hall of Records Commission

SCHEDULE
NO. C -
PAGE
NO. 1 .

Requesting Agency

PRINCE GEORGE'S COUNTY

2. Division or Bureau of Requesting Agency

CLERK OP CIRCUIT COURT

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records hove ceased to have value
to warrant retention.

B .

B Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records' will cease to
have volue to warrant their retention after
the period of time indicated.

•
. Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time Indicated.

A

item
INO.

•

2 .

j 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

C O R R E S P O N D E N C E • . • • • • •••

Quantity: 3 oubio f e e t
Dates: 1932 —
P i l e Arrangement: Alphabet ical
Annual Accumulation: l / ij . cubio foot
Disposable Amount: 2sT cubio f e e t '

Correspondence wi th i n d i v i d u a l s , p r i v a t e f i r m s , var ious
State and County a g e n c i e s , e t c . , conoerned wi th the
funct ions of tiie Clerk's o f f i c e , • . , , ; ;

RECOMMENDATION: RETAIN FOR THREE YEARS; AND THEN DESTROY.

L I C E N S E S : . : ; v - : • • • . - . '.•' ' V ' ' . • ' ' ' ; ' ! ? ' • % ' . ' ' < £ . ' * ' * ' ' ' ' • . '•' ".'•'''.'••••i'.. ;.

• . • ,• ' < ; • • • • • : . , ' • ' ' . , . . • ; . : • •
 -

 . ' ;

Q u a n t i t y : l j . 0 o u b i o f e e t . . . . ; ,
•'.. . D a t e s : 1 9 3 2 — .' . •• ' " • ' " . V ' . " • • ' : i . ... :••;..' ' •

P i l e Arrangement: Chronologioal . ! . . . .
Annual Accumulation: 3 oubio f e e t .. ' ,

•• :j.v Disposable Amount: 3 1 Cubio Peet ; . i ; .
Audited by: S ta te :

Appl icat ions f o r , and stub reoords and carbon cop ie s of
the fo l lowing annual l i c e n s e s i s sued by the Clerk of
Court: . . . .

6. Recommendation
of Hall of Records '
and Board of Public
Works. •
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7. Agency, Division or Bureau Representative

Signature Title Date

e Authorized as Indicated in Col. 6 by Hall of
Commission.

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Date Secretary

I .
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Holl of Records

Commission

FOR RECORDS RETENTION
(Continuation Sheet)

SCHEDULE
NO. •

PAGE
NO. 2 .

•item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and .quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of. Public
Works. "\

• ; • • •

3.

Amusement . .,.' .. .
Beer
Billiard Table ,
Bowling Alley
Carnival
Chain Store
Cigarette
Circus
Cleaning, Dyeing

and Pressing
Construction Firm

or Company, .
Duok Blind
Exhibition ;
P i s h i n g • •••.••••
G a r a g e •'••'••
Hawker and Peddler
Horse and.Jack
Hunting
loo

L a u n d r y . .• ••-... ':^.-} ::'.;.-: ; ..;v ̂  "l • *v;:"-^
1-

L i q u o r ' •< ''' '•' '• ••.-., y .•>.. •,•';>••. •
Motion Ploture Machine :. ; . ,
M o t i o n P i o t u r e Show . . . ?•,>;.".-: r ,;••
M U B i O B O X . . ; , • • • ; • . ' - • • . • . , ? . . V -..•••

Pinball
Pl\tmbers and Gasfitters
P u s h e r s . • . .;• .-••'; ••/;
Restaurant or Eating Plaoe
Show
S o d a W c t e r F o u n t a i n •-,•••• ;;.
Solid Fuel
S t o r a g e W a r e h o u s e ••..•• ; :' •••.•!
T h e a t e r • . . • :: ; > •

' T r a d e r •'...• •: •••••••;.'. :•'". • • ' " • ' • . •

. T r a i l e r C a m p •.. •• ̂  ",'••:;.• >.\-- • • . • •.-

Vending Maohine .. :'1'. ; • .
Wholesale Dealer in Farm Machinery

All licenses issued with the exoeption of Duok Blind,
Fishing, and Hunting licenses, are prepared in three
copies. The first goes to the licensee, the second to
the Comptroller, the County Commissioners, or town . .
(depending upon which derives revenues from the license),
and a third Is retained by the Clerk. All lioenses
except Duok Blind, Fishing, and Hunting lioenses are
reoorded in the permanent "License Books," and all
business licenses are also reoorded on a card file whioh
is arranged by name of licensee. One oopy of each Duok
Blind, Fishing, and Hunting license is retained in the
Clerk's office, and another sent to the Department of
Game and Inland Fish. Gross amounts reoeived for all
lioenses are entered each day in the Income and Dis-
bursements Book, which is the permanent financial reoord
of the Clerk's office.

RECOMMENDATIONi

RECEIPTS

RETAIN FOR THREE1YEARS OR UNTIL AUDITED,
WHICHEVER IS LATER, AND THEN DESTROY,

Q u a n t i t y : II4.7 cubio f e e t
D a t e s : 1932 —
File Arrangement: Chronological
Annual Accumulation: 16 cubic feet
Disposable Amount: 99 cubic feet
Audited byt State

Date
SUP 1 3
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FOR RECORDS RETENTION
(Continuation Sheet)

SCHEDULE (? -
NO.

PAGE , _
NO. 3 •

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Three types of printed forms, oontained in three con-
current series of reoelpt books: • ' ...

1. Recording Receipts - used in receipting for any
money received by the Clerk exoept Marriage >

-: license and Law and Equity fees,

2. Marriage License Receipts - used in receipting
for marriage license fees.

3. Law and Equity Receipts - used in receipting for
Law and equity fees.

Recording Receipts and Marriage License Receipts are
prepared in duplio&te, the original going to the payor,
and the copy remaining in the receipt book. Law and
Equity Receipts are prepared in triplicate, the original
going to the payor, the duplicate to the Court Case File,
and the triplicate remaining in the receipt book. All
reoeipted transactions are recorded by reoeipt number, and
gross amounts received each day are shown in the Income
and Disbursements Book, which is the permanent financial
record of the Clerks office.. - .

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED,
.WHICHEVER IS LATER,, AND THEN DESTROY. >

ADMINISTRATIVE ACCOUNTING RECORDS

DsV..:.Sfcf>

Quantity: 30 cubic feet >•••
Datea: 1932 —
File Arrangement: Chronological
Annual Accumulation: 2 cubic feet
Disposable Amount: 21). cublo feet
Audited by: State

This item includes the following accounting records, used
as supporting data to the final book of entry. The
transactions which they conoern are recorded in the Inoora
and Disbursements Book, which la the permanent financial
record of the Clerk's offloe.

Paid invoices and bills, and reoeipts for supplies
and servioes connected with the operations of the

, Clerk's offioe.

Banking records, including oheok stubs, oanoeled
checks, bank statements, deposit slips, oheok
books, and bank books. ,

Copies of monthly and annual reports to the State
Comptroller. , • .
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OII of Record*
Commiition

FOR RECORDS RETENTION
(Continuation Sheet) PAGE

NO.

tern
4o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

Copies of payrolls and supporting doouments sent to
: the Employees' Retirement System, and oorre-

spondenoe pertaining thereto*

Correspondence with the Stats Comptroller and other
o f f i o i a l s o n f i s c a l m a t t e r s . ' ••'•••-

S t a t e T r e a s u r y W a r r a n t s , '5 : " '••••'

RECOMMENDATION*

ROUGH DOCKETS

RETAIN FOR THREE XEARS OR UNTIL AUDITED,
WHICHEVER IS LATER, AND THEN DESTROY.

..' Quantity: 2 cubic feet " ' . : ; -! ; •
Dates: 1933 - 191+9 ' •'- -
Pile Arrangement: Chronological •'•• • ,• •

. Annual Accumulation: None • •
Disposable Amount: 2 oubio feet

Temporary dockets made solely for the convenience of the
Judges in court. All information in these dockets la
recorded in permanent form in the Civil and Criminal
Dockets of Prince George's County. This material is
considered non-record within the meaning of the statute
governing non-reoord material. (Art. ipL, Seo. 155» -
Annotated Code of Maryland, 1951 edition.)

S O A it?n »'!
O Si:* i 3 1955

SUB-INDEX SHEETS :•

Quantity: 10 cubio feet
Dates: 1930 —
Pile Arrangement: Alphabetical
Annual Accumulation: 1 cubic foot
Disposable Amount: $ oubio feet

Buff Sub-Index sheets used in the Cott systera~bf records
indexing. These sheets are plaoed between the pages of
permanent index books, and are used to record new indexing
data on a temporary basis. After a certain period of
time, usually ten years, the information on the Sub-Index
sheets is transcribed onto Temporary Index Cards, and
subsequently copied from the Index Cards into new
permanent Index Books. When the new Index Books are
completed, the Sub-Index Sheets are removed from the
older books and no longer have any use or value. After
the information on the Sub-Index sheets has been tran-
scribed into new Index Books, the Sub-Index sheets are
considered non-reoord within the meaning of the statute
governing non-reoord material. (Art. I4.I, seo. l $
Annotated Code of Maryland, 1951 edition.)
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"Hall of Records
Commiuion

V/EST FOR RECORDS RETENTION
(Continuation Sheet)

SCHEDULE
NO.

PAGE-
NO.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. •

6. Recommendation
of Hall of Records
and Board of Public
Works. I

7. TEMPORARY INDEX CARDS

Q u a n t i t y : 3 2 c u b i o f e e t •••."•
Dates: 1930 ,
Pile Arrangement: Alphabetical
Annual Accumulation: None
Disposable Amount:. 32 cubic feet

Temporary Index Cards used in the Cott system of reoordin
(See Item No. 6) At oertain periods of time, usually
every ten years, the accumulation of indexing data on
temporary Sub-Index Sheets must be transcribed into new
Index Books. This data is first oopied on Temporary
Index Cards, using one card for each transaction recorded
The cards are then sorted, into the alphabetical sequence
desired, and are copied into the new Index Books, When
this copying has been completed, the Temporary Index
Cards are considered non-record within the meaning of the
statute governing non-record material. (Art. I4I, Sec. 155
Annotated Code of Maryland, 1951 edition.) .
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